OCEAN CITY
TRANSPORTATION DEPARTMENT

SCHEDULE NoO. //f /7~

RECORDS RETENTION AND DISPOSAL SCHEDULE PAGE 1 OF 2

Agency' Division/Unit

Town of Ocean City Public Works/Transportation

ITEM

NO DESCRIPTION RETENTION

1 Bus and Train Work Orders Retain for 3 years and until all audit
Contains: Vehicle records, titles, repair work requirements have been filled, then destroy.
orders, fleet maintenance work orders, daily
pre-trip inspections, State vehicle inspection
reports.

2 Cashier sheets (copies) Retain for 3 years, then destroy.
Contains: Daily cash deposit slips for trains and
buses, daily cash summary sheets, deposit
tickets copies.

3 Record of daily bus passes sold Retain for 3 years and until all audit
Contains: Bus cashier sheets requirements have been fulfilled, then destroy.

4 Personnel files and applications Retain until terminated, for 3 years, then
Contains: employment applications, driving destroy.
records, Federal drug testing reports, physical
examinations of drivers.

5 Payroll reports Retain for 3 years and until all audit
Contains: Holiday/Vacation reports, sick leave requirements have been fulfilled, then destroy.
reports, hours proof listing, hours register and
pay register. Originals to payroll dept.

6 Budget reports Retain for 3 years, then destroy.
Contains: Budget report copies for 1996-1997

7 Personnel files Retain for 3 years after termination, then
Contains: Applications, personnel action forms, | destroy.
leave of absence request forms, performance
appraisals. Originals sent to H/R.

8 Applications Retain for 1 year, then destroy.

Contains: Employment applications, health
history, driving records.

9 Terminations (seasonal) . Retain for 3 years after termination, then
Contains: personnel action forms, seasonal destroy.
terminations and any termination report.

APPROVED BY DEPARTMENT, AGENCY, OR SCHEDULE AUTHORIZED BY

DIVISION REPRESENTATION STATE ARCHIVIST

DATE 9‘(/51 vy /9, 2000 DATE APR 11 =@

SIGNATURE ¢ U-L—

TYPE NAME SIGNATURE ﬂnujd. //;“’%"‘ /

. v [ 4

TITLE 41615 / Adnsf K Misom A/A;/’zé :




OCEAN CITY
TRANSPORTATION DEPARTMENT
RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULE No. /77 2~ 7/
F 72

PAGE 2 o]

Agency

Town of Ocean City

Division/Unit

Public Works/Transportation

ITEM
NO DESCRIPTION RETENTION

10 Miscellaneous files Retain for 3 years after termination, then
Contains: Accident reports, New Hires, Receipt destroy.
of Drug Policy, Training Affidavits, etc.

1 Time Sheets _ Retain for 2 years, then destroy.

Contains: Time keeping records by employees.
Originals sent to H/R.

12 Correspondence Retain for3 years, then destroy.
Contains: Copies of memos, etc.

13 Transportation Reports Screen annually. Destroy material having no
Contains: Battery & tire, chemical, fuel, drug further legal, administrative fiscal or
testing, bus ridership analysis, monthly activity, | operational value.
parking meter revenue, train reports, operating
statistics, city auctions, vehicle titles, etc.

14 Subject Files Retain for 3 years and until all audit
Contains: ADA Paratransit Plan, Grants, bus requirements have been fulfilied, then destroy.
shelters, MTA material, correspondence,

Handicap van, P.C. & software purchase, Bus
engine bids.

15 Purchase Qrders Retain for 3 years and until all audit
Contains: Purchase Orders, service tickets, requirements have been fulfilled, then destroy.
correspondence, statements.

*Originals sent to Purchasing.

16 City Department Files Screen annually. Destroy material having no
Contains: Correspondence, job order further legal, administrative fiscal or
summarys, invoices, reference manuals. operational value.

17 Applications for Charter Bus Permits Retain for 3 years and until all audit
Contains: Applications, payment receipt book, requirements have been fulfilled, then destroy.
parking application, permits.

APPROVED BY DEPARTMENT, AGENCY, OR
DIVISION REPRESENTATION

£y

SIGNATURE_{A/'

TYPE NAME

_/fcfmf' Zkﬁ;f)pmfdﬁm ‘Sg)_{.

TITLE

SCHEDULE AUTHORIZED BY
STATE ARCHIVIST
DATE APR 11 20

SIGNATURE ﬁm‘[ c. / 4“?"‘)‘




‘, INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT Of GENERAL SERVICES AGENCY RECORDS INVENTORY

! REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION

j SCHEDULE (OGS 550-1) . 7215 WATERLOO ROAD ) ” -
P.O. BOX 275 - JESSUP, MARYLAND 20794 Page of

1. DEPARTMENT[AGE.NCY ; 2. DIVISION éA ya L;l UNIT
(e Ot - o PSSO TR

it . |7 AP
DEFINITION - Records S!ries - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

S~

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

Buts ptr X 2= ol =s /[ feeie ///@/Q z%égf

6. RECORD SERIES DESCRIPTION { Bne'ly describe the types of mformcnon/cocumenxsd&ns feund in the Series. Include ihe purpese or function of the Series:

COVIINE: JWvpices. Jebofe Bevpred - 1ebic)=
TTIE | My or-Compopents LSt [Ehier= 5% .
VObrik Drier Fler Tz ysjne K 2ok
D)y Bus Pé /77 //1/5 6D T0 Vehpe)e |
/ NEYE LA 20 Aego /Tgéf—%

7. RECOR ERIES FORMAT(S) - 8. RECORD SERIES SEQUENCE . 9. VOLUME /
. o Fite Drawsr(s)
Letter Size O Microfiim . ) i ' O Microiitm Reet s}
’ . . a Computer Tepe {3} .
O Legal Size Q@ Computer Tape é c Other (Spec u) -
O Bound Book O Floppy Disk : O . Chronological . "Number L /
O Audio Tape o Video Tepe G Geographical 10. ANNUAL ACCUMULATION
. _ . . _ O File Drawer {5}
" 0 Other (Specify) a Other (Specify} V . O Microfilm Reel {s}
o o o Computer Tape(s)
’/ﬂé/ﬁ/ "6% Q Other iSpecify)
' Number
11. FILEIS D . 12. FILE BECOMES INACTIVE AFTER
Daly - O Weekly o Monthly O Month(s) @  Yearfs)
. Number
13. CURRENT LOCATION(S) (BIW Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? {If yes. specify agency =r cifice}
0577 SfresT o Yes S
15. ACCESS RESTRICTIONS (If yes, cile law(s) & regulation(s) 16. AUDIT REQUIREMENTS
o Yes . 0O No o None . O State a Federal Q  Independent
17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED Ri
describe any hardware/software) ‘ . .
Retain for 3 years and until
O Yes ' O No all audit requirements have
been fulfilled, then destroy
19. NAME ANO TITLE OF PREPARER . 20. TELEPHONE NUMB.

5 5504 {Revised 153)




INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
REVISED RECORO SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION

SCHEDULE (DGS 550-1) 7275 WATERLOG ROAD _ > ey
P.O. BOX 275 - JESSUP, MARYLAND 20794 - Page _sg.__ of

1. DEPARTMENTIAGENCY - 2. DIVISION PL{M&M 3. UNIT N
YA o . : 2 » T2
Ty Ly - et (BMSsPo TR0

DEFINITION - Records Sen<s - A group of related records normaily ﬁ(ed and used as a unit for reference as well as retention and disposition purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

(ko Shees ﬁgﬁ%/) — o LZ7T

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/cocumentsiforms icund in the Series. Incluce the purpose of function of the Series H

Daily Gty Popreiz= - Thmmis/ B/, Dy ety
Sttzss -

’ J'C_sz%kf‘/{/c%'ggf |

A}

1. RWORMAT(S) ’ 8. RECORD SERIES SEQUENCE - 3. VOLUME /
: o ' ' Fite Drawer(s)
Cetter Size a Microfilm O Aphabetical ' ' ~ 9 Micofilm Res! {sj
. . ) . o Computer Taoe !5} .
O Legal Size O Computer Tepe - , D’M : c Other (Spesify) .

0O Bound Book : a Floppy Disk 0. Chronologica! ' "Number

0 Audio Tape 0 Video Tepe O Geographical ) 10. ANNUAL ACCUMULATION

: e . O File Drawer {s) .
G Microfilm Reel {s}.
O Computer Tape(s}
- Other (Speciiy)

" O Other {Specify) : O Other (Specify)

D=

) ’ ) Number

11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER :
Daly O Weekly G Monthly : _ g Month(s) c  Year(s)

L Number

13. CURRENT LOCATION(S)A(BIdg..- Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? {if yes. specify agency <r office}

;{%\%‘é// o Yes B ' S No

15. ACCESS RESTRICTIONS (If yes, cite law(s) & regulation{s) | 16. AUDIT REQUIREMENTS

o Yes . . g No o None. o State 0 Federal a Independent

£
17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RETENTION ﬁ , 71—-' ' 75—: 2
~ describe any hardware/software) < Z / A) =4 3 = 4 6]

o e — oM #é/t/é/eﬁs?’;r%

19. NAME AND TITLE OF PREPARER - ‘ 20. TELEPHONE NUMBER 21. DATE

S 550-4 (Revised 193)




INSTRUCTIONS — TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE {DGS 550-1}

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7215 WATERLOO ROAD
P.O. BOX 275 - JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

weﬁ__ of AZ‘:

1. DEPARTMENTIAC?ENCY\ . omisia Pb(k//&i 3. UNIT
Ty Oty PRy s TBAlstpr /) oo

DEFINITION - Recordy Series - A group of related records normally filed and used as a unit for reference as

> v

well as retention and disposition purposes.

7 3
4. RECORD SERIES TITLE

feord 28 Dly Bres Yo ép/al

5. EARLIEST YEAR ! LATETEST YEAR

T0 %7

6. RECORD SERIES DESCRIPTION ( Bne’l/ cescribe the types of information/cocumentsiforms fcund in the Senes Incluce the purpese or function of the Series;

Dys Lazshyer~Skhee?

Letter Size a] Mi;rofilm

Q Legal Size a] Compqter Tabe
O Bound Book O Floppy Disk
O Audio Tape a Video Tepe

" O Other (Specify)

8. RECORD SERIES SEQUENCE

O Alphabeigdl
umetical
0 . Chronologica!

G Geographicat

0 Other (Specify}

D/‘?//7

9. VOLUME /
File Drawer(s)

a Microfiim Ree! {Sj
O Computer Tzpe {3}
4 o Qther (Specily)

“Number Cr E

10. ANNUAL ACCUMULATION
a File Drawer s}
G Microfilm Reei {sj
o Computer Tape(s)
Q Other (Specify)

Number

11. FILEIS US

Daily 0 Weekly G Monthly

12. FiLE BECOMES INACTIVE AFTER

[a}
Number

Month(s) a

Year(s)

13. CURRENT LOCATION(S)-(BIdg.,' Floor, Room)

L5 7Hh STreet

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

{if yes. specify agency or cffical

a  Yes S No
R e
15. ACCESS RESTRICTIONS (if yes, cite law(s) & regulation{s) 16. AUDIT REQUIREMENTS
a Yes : . a No c  None O State O Federal a Independent

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and
describe any hardware/software)

o Yes O No

18. RECOMMENDED

Retain for 3 years and until
all audit requirements have
been fulfilled, then destroy

19. NAME AND TITLE OF PREPARER ~

20. TELEPHONE NUM.__..

3 550-4 (Revised 193)




. INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7275 WATERLOO ROAD
P.0. BOX 275 - JESSUP. MARYLAND 20734

L
Page 7,. o _/ 2

1. DEPARTMENT/AGENCY

Ly’ £

3. UNIT

|2 e Al 1 277E

42 o)

DEFINITION - Records Series - A group of related records normally filed and used as a unit for reference as

22 7”.

7

well as retention and disposition purposes.

4. RECORD SERIES TITLE

Y me/.

TS
Sl — st

5. EARLIEST YEAR / LATETEST YEAR

6. RECORD SER!ES DESCRIPTION ( Briefly describe the types of i—nfo:malion/cccumems/!orms icund in the Series. Include the purpose of funclion 5i ihe Sefies)
Enployprensy Zgplesiod; DAIVING frecorl;
e
BXom a7 jen= o= Diiveers ;

7. RECORD SERIES FORMAT(S] -
Letter Size o Mi_croﬁlm

o Legal Size a Compqter Tapé

O Bound Book O Floppy Disk

.0 Audio Tape O Video Tzpe

9. VOLUME /
rile Drawer(s)

G Microiilm Reet {sj

8. RECORD SERIES SE CE
Alphabetical

G Numerical C Other (Specify)

- °
O

O Chronologicat

Q Computer Taoe {3} .

G Gsographical 10. ANNUAL ACCUMULATION

_ O File Drawer (s}
" 0 Other (Specify) C Other (Specify) G Microfilm Reet {s).
O Computer Tzpe(s)
: ; O Other (Specify)
NIAINE -
' Number
11. FILE IS USED _ 12. FILE BECOMES INACTIVE AFTER
Daly =~ + 0O Weekly o Monthly g Month(s) a  Year(s)

Number

13. CURRENT

LOCATION(S) {Bldg.. Floor, Room)

14, IS RECORD SERIES DUPLICATED ELSEWHERE? {It yes. specily agency or cffice}

[, £ F A
z O Yes g No
. . .
15, ACCESS RESTRICTIONS (If yes, cile law(s) & regulation(s) 16. AUDIT REQUIREMENTS
0 Yes 0O No O None a Slate O Federal Q Independent

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and
describe any hardware/software)

o Yes o No

18. RECOMMENDED RETENTION

Refzio ap
gi pins 3 ye

/

-

19. NAME AND TITLE OF PREPARER

TT2r7729 4
ESHr2y,

e

20. TELEPHONE. NUMBER 21. DATE

3 5504 (Revised 1/83)




INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE {DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP. MARYLAND 20794

AGENCY RECORDS INVENTORY

Page ¢ > of _ L 2

1. DEPARTMENT/AGENCY

DN LIT

| e lIC W2

DEFINITION - Record

eries - A group of related records normaily filed ‘and used as a unit for referance as

well as retention and disposition purposes.

4
4. RECORD SERIES TITLE

Frrsy éjz)@/—f

/0090/555>

S. EARLIEST YEAR / LATETEST YEAR

IR

6. RECD{D SERIES DESCRIPTION ( Briefly cescribe the types of infor ;on/cocu'nemstro:ms vund in the Series. [nclude the purpose o function of the Serigs:

/7%//6//7 //%’/%7’}/0 (S/OK L e7yE /?efﬂi/ﬂ/s h

2L /70

7%’/ /g/f/é/é/‘/

YO )s 15 Yowrsy )

77 = ; Howres frez/Siery

~

//

7. RECORD SERIES FORMAT(S)

O Letter Sze a Microﬁim

O Legal Size [s] Compute.' Tapé
O Bound Book O Floppy Disk
a Audio Tape o Video Te

8. RECQRD SERIES SEQUENCé
0] Alph;belice
O . Chronological

o] G_eographical

3. VOLUME /
File Drawer(s)

O Microfiim Ree! {sj
0O Computer Teoe 3} .
2 Qther (Specify)

=

10. ANNUAL ACCUMULATION

0 File Drawer (s)
ther (Specify) © Other (Specifyy ____ - _ O Microfilm Reet {s}
. X o Computer Tzpe(s)
// ; A’ / / Q Other {Specify).
ﬁy )’% <L .
Numper
11. FILE IS USED 12 FiLE BECOMES INACTIVE AFTER
Daily G Monthly a  Month(s) [}

0 Weekly

Number

Year(s)

13. CURRENT LOCATION(S) (Bldg Floor, Room)

L5 7% Sjreer

—

4. 1S RECORD SERIES DUPLICATED ELSEWHERE?

{if yes. specify agency or cffice

o Yes S No
T~

15. ACCESS RESTRICTIONS (if yes, cite law(s) & regulation(s) 16. AUDIT REQUIREMENTS

0 Yes o No O None O State O Federal G Independent
17. IS AN INDEX SYSTEM USED? {If yes, explain briefly and 18. RECOMMENDED RI

describe any hardware/sofiware) Retain for 3 y and until

O Yes o No all audit requirements have

been fulfilled, then destroy

19. NAME AND TITLE_ OF PREPARER 20. TELEPHONE NUMB. -

5550-4(Revisedjl93)




INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
i REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES

AGENCY RECORDS INVENTORY
RECOROS MANAGEMENT DIVISION

7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP, MARYLAND 20734

"Page é of 42

1. DEPARTMENT/AGENCY

ﬂ//@ﬁ/é%u/

3. UNIT

-+ ovson FUGH T LT RS

DEFINITION - Records énes -

A group of related records normally filed and used as a unit for reference as

well as retention and disposition purposes.

4. RECORD SERIES TITLE

5%/4%% /féW/’/ =

5. EARLIEST YEAR f LATETEST YEAR

(7 o

6. RECORD SER!

copres

DESCRIPTION ( Bricfly descnbe the types of information/cocumentsiforms fcund in the Series

Budas] fotor T=—/707/ 774

. Include the purpose or function of the Series:

7. RECORD SERIES FORMAT(S)

O Lelter Size_ o Microfiim
O Legal Size Q Combq!er Tapé
O Bound Book O Floppy Disk

O Audio Tape o Vndeo Tepe

mﬁz&ﬁ/g
/ 7! x /|

8. RECORD SERIES SEQUENCE 9. VOLUME //
’ Tile Drawer(s}

O Alphabeticzl O Microiilm Rest {sj

. : ) Q Computer Taoe i3}
M f o Other (Speciy)
“Number ( /// -

o Chronological

10. ANNUAL ACCUMULATION
O File Orawe! (s}
O Microfilm Reei (s}
a Computer Tape(s)
O Other {Specify)

[n] Geographical

O Other (Speciiy)

/@4/\

Number
1. F:w/ _ ‘ 12. FILE BECbMES INACTIVE AFTER
- Daily Q Weekly G Monthly a Momh(s) c  Year{s)
. - Number ’
13. CURRENT LOCATION(S) (BldgA.‘ Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? {if yes. specify agency ot cifice}

L5 S

o Yes : ' S No
8 . e
18, ACCESS RESTRICTIONS (If yes, cite law(s) & regulation(s) 16. AUDIT REQUIREMENTS
o Yes : . o No o None a Slate O Federal O independent

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and
describe any hardware/software)

O Yes '_ o No . 7%5/(72@7—’/ |

18. RECOMMENDED RETENTION 7l"'
Fe g/xf

=S =TS,

i9. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER

21. DATE

: 5504 (Revised 193)




{NSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7275 WATERLOO RQAD
P.O. BOX 27§ - JESSUP, MARYLAND 207394

' Page Z of .ZZZ_

1. DEPARTMENT/AGENCY

;JF%/////_

2 omsuou’ ﬂ/éé/ C LJ&?%_

3. UNIT

ﬁ%ﬂmféfo’xﬂ

DEFINITION - RecordgSeries -

A group of related records normally

' 2 viragf g

ﬁ{d and used as a unit for reference as

well as retenhon and disposition purposes.

4. RECORD SERIES TITLE

§. EARLIEST YEAR { LATETEST YEAR

/775

»‘ 7oz D/VJ/fL g/ s

A
=

6. RECORD SERIES DESCRIPTION { Briefly describe the types of xnformcuonlcocumentyforms icund in the Series.

' E 2 VAW

Include

éﬂ/&//@%@w S Gy, /&7/‘5//5 WoTre
pﬁ yer—g- Cerbzl‘ /;WZL

7///&5/

ooy e~

/77 /’ / W/Mcg

the purpose or function of the Saries:

Letter Size a Micro(ilm

8. RECORD SERIES SE CE -
Alphabetical

9. VOLUME /
. File Drawer(s)

QO Microiilm Ree! (s}
a Computer Teoe i3}

O Legal Size O Computer Tzpe 0O Numerical 7 o Other (Speciy) __.
O Bound Book Q Floppy Disk O Chronological "Number C;,F
o Audio Tape O Video Tzpe G Geographical ' 10. ANNUAL ACCUMULATION
: : a File Drawer {5
a Other (Specify) Other (Specify) G Microfilm Reel (s}
a Computer Tzpe(s)
W L/ a Qther {Speciiy)
Number
11. FILE IS USED ) 12. FILE BECOMES INACTIVE AFTER
Daly O Weekly G Monthly o Momhis) G  Years)

Number

13. CURRENT LOCATION(S) (Bidg.. Floor, Room)
"
e :;7’i V==

14. 1S RECORD SERIES DUPLICATED ELSEWHERE

7 {if yes. specify agency or offical

a  Yes S No
. "\
5. ACCESS RESTRICTIONS (If yes, cite law(s) & regulation(s) 16. AUDIT REQUIREMENTS
o Yes o No a  None O State a Federal 0 Independent

i7. IS AN INDEX SYSTEM USED? (If yes, explain bneﬂy and
describe any hardware/software)

a Yes O No

18. RECOMMENDED RETENTION Kéﬁ % F = f/%
K Er~]27r 765570 e

a/g//?

hJ

9. NAME AND TITLE OF PREPARER

 20. TELEPHONE NUMBER

21. DATE

550-4 (Revised 1/93)




: INSTRUCTIONS ~ TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
' REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
_ SCHEDULE (OGS 550-1)

OEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP, MARYLAND 20734

Page 2 o _/ 2

1. DEPARTMENT/AGENCY

Do T

3. UNIT

won?}éyc l(/b

DEFINITION - Recasds Series - A group of related records normall§ filed and used as a unit for reference as

VB ms T FonO

well as retention and disposition purposes.

4. RECORD SERIES TITLE

5. EARLIEST YEAR / LATETEST YEAR

— 10 [sz

Jphnes

: _P/@V//(// /@6

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/documentsiforms icund in the Series. Include the purpese of function of the Series;

oz fozwf% s el st
r . - | |

-

7. RECORD SEFIES FORMAT(S)

Letter Size [s] Microﬁlm

i =] Compu\sr Tapé

O Legal Se
O Bound Book O Floppy Disk
-0 Audio Tape o \/ideo Tepe

" 0 Other (Specify)

9. VOLUME /
File Drawer(s)

O Microfilm Reet isj
o Computer Teoe {3)

J o Other (Speciiy) >.
ﬁ&— C

*Numbar

8. RECORD SERIES § CE -
Alphabetical
O Numerical

O . Chronological

10. ANNUAL ACCUMULATION
O File Drawer s |
S Microfilm Reet {s}
O Computer Tzpe(s}
O Other (Specify) :

o Geograghical

O Other (Speciy)

Number

11. FILE IS USED

a Daily 0O Weekly G Monthly

12. FILE BECOMES INACTIVE AFTER

o Month(s) c ‘tear(s)

Number

13. CURRENT LOCATION(S} (Bidg.. Floor, Room)

L5 =]

14. 1S RECORD SERIES DUPLICATED ELSEWHERE? {if yes. specify agency ot cifice

O Yes : S No
N T
15. ACCESS RESTRICTIONS (if yes, cile law(s) & regulation(s) 16. AUDIT REQUIREMENTS
o Yes __ : . o No 0 None O State O Federal Q Independent

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and
describe any hardware/software)

0 Yes O No

. [
18. RECOMMENDED RETENTION R &,}—g /b %f* / //gyﬁ—-

19. NAME AND TITLE OF PREPARER

%é// Z/—éffaj |

20. TELEPHONE NUMBER 21. DATE

35 §50-4 (Revised 1/93)




INSTRUCTIONS ~ TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION

SCHEDULE (OGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

—
Page ? of / 2

1. DEPARTMENT/AGENCY

Desy it

3. UNIT

TH7r?

DEF(NITION Records ries -

L AR Ar Aou 2 ey o VA4

A group of related records normaily ﬁle/and used as a unit for reference as

well as retention and disposition purposes.

4 RECORD SERIES TITLE

/&/Z////ﬁ’ ©S / ef%ﬂaf%)

5. EARLIEST YEAR / LATETEST YEAR

7

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of mforr*anon/uccume'\'yforms found n the Seues

[rzpat. 4o B f57m S
TErIIRIPA ] Ter s 407

Incluce

ihe purpose or function &f ihe 3zries;

7. RECORD ES FORMAT(S)

Letter Sze o Micrcﬁlm

o Legal Size O Computer Tape

8. RECORD SERIES SEQUENCE

C Alphateli

Numerical

=

9. VOLUME /
Fite Drawst{s)

Q Microiitlm Ree! {5}

O Computer Teoe {5} .
/2_ C Other (Specty)

o Bound Book T Floppy Disk G Chronological “Number &/ E’
o Audio Tape O Video Tzpe & Geographical 10. ANNUAL ACCUMULATION
) : . g File Drawer (s}
" @ Other (Specify) T Other (Specify] S Microfilm Reet {s)
o Computer Tzoe(si
W a Other iSpeciy)
& Number
11. FILEIS U 12, FiLE BECOMES INACTIVE AFTER
Daily 0O Weekly o Monthly o Month(s) c  Year(s)
. Number
13. CURRENT LOCATION(S) (Bldg.. Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? {if yes. specify agency a1 cifice)
Y 0 v -
X -
15. ACCESS RESTRICTIONS (If yes, cite law(s) & regulation(s) 16. AUDIT REQUIREMENTS
o Yes o No o None 0 Slate O Federal O independent

i7. 1S AN INDEX SYSTEM USED7 (i yes, explain briefly and
describe any hardware/software)

o Yes O No

RECOMMENDED RETENTION ﬂ %Z )4, ; Vs 3
%P Jermyaration FhoenS s

A}

/éﬁ?
4

19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER

21. DATE

: 5504 (Revised 1/93)




‘ INSTRUCTIONS ~ TYPE OR PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
i REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION

. SCHEDULE (DGS 350-1) . 7275 WATERLOQ ROAD : Z
P.O. BOX 275 - JESSUP, MARYLAND 20794 - Page of 442

1. DEPARTM.ENTIAGEN(;% 4w'ONP”éQOW 3. UNIT
2L T -

DEFINITION - Reco(Series - A group of related records normally

ed and used as a unit for referance as well as retention and disposition purposes.

4. RECORD SERIES TITLE §. EARLIEST YEAR / LATETEST YEAR

Misp Exgphores ks e

6. RECORD SERIES DESCRIPTION { Bneﬂ( describe the types of information/cecumentsiforms found in (he Series. Include the purpose of function si ihe Series:

@/7/2//75 Y e /’/5 - peobB s /@/
%Mﬁf gy~ LV 7 //47 TR //(77/%% W/cﬁ/’
v o |

7. RECORD ES FORMAT(S) - 8. RECORD SER! QUENCE - 9. VOLUME /
S ' rile Drawer(s)

Letter Size c Microfilm Alphabeticzal _ Q Microiilm Ree! is;
. ) a Computer Teoe {3} .
o Legal Size 0 Computer Tepe - . o Numerical ), © Other (Specily)
Q Bound Bock a Floppy Disk g Chronologicat “Number a,« /?
- O Audio Tape ] Video Tepe O Geographical 10. ANNUAL ACCUMULATION
i o : D File Drawer is;
O Other {Specify} o Other {Specify) G Microfilm Reet {8}

a Computer Taoe(s)

é/ é /@ 7/ . Q Other (Specify)

Number
11. FILE IS US _ ‘ 12. FILE BECOMES INACTIVE AFTER
Daily = o Weekly o Monthly 0 Month{s) o Year(s)
. Number
13. CURRENT LOCATION(S} (B!dgq. Floor, Room) 14, 1S RECORD SERIES DUPLICATED ELSEWHERE? {if yes. specify agency o cffice}

5. ACCESS RESTRICTIONS (if yes, cite law(s) & regulation(s) 16. AUDIT REQUIREMENTS

0 Yes : } o No O None O Slate Q Federal O  Independent

i7. IS AN INDEX SYSTEM USED? {If yes, explain briefly and 18. RECOMMENDED RETENTION %2/ 4 ) k 5 5?—
describe any hardware/software) /\ 6

o ves o N #ﬁ/ —~7er e ",
- S5 TP,

9. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMVé{ 21. DATE

5504 (Revised 1193)




" INSTRUCTIONS -

SCHEDULE (DGS 550-1)

TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
. REVISED RECORD SERIES. FORWARO WITH RECORDS RETENTION

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.0. BOX 275 - JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

‘Page /] of /7

1. DEPARTMENT/AGENCY

e Ly F s

3. UNIT

eyt

DEFINITION - Records Serieg/- A group of related records normally ﬂ(ed and used as a unit for refarence as

[Py ty o

well as retention and disposition purposes.

4. RECORD SERIES TITLE

5. EARLIEST YEAR / LATETEST YEAR

Tz 5ﬂ/ééf LT @WZ%@)/%OW

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/cocumentsiforms .,und

. igienks 15 Fyrs)

the Senes

Include ihe purpese or function of the Searies;

i K%/Q/ //zwx”//é/ E/” PV =

Letter See a Microfim

a Legal Sze a Compu(ez Tepe

O Bound Book

8. RECORD SERIES SEQUENCE

0 Alphabeticzl
umesical

9. VOLUME /
ril2 Drawer(s)

a Microfilm Ree! (s}
a Computer Tepe {5} .

/ fz c Other (8 ec:y)

Number

O Floppy Disk O . Chronologicat “Number Cl » %
O Audio Tape a] Video Tepe G Geographical 10. ANNUAL ACCUMULATION

: S O File Drawer s}
Q Other (Specify) O Other (Speciiy) o Microfilm Reel (s}
) o Computer Tabe(s)

M O Other {Specify)

ﬁM Number
11. FILEIS Y 12. FILE BECOMES INACTIVE AFTER
Daily O Weekly G Monthly a  Month(s) o Year(s)

13. CURRENT LOCATION(S) (Bldgqv Floor, Room)
—/

L5 T2

o  Yes

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

(If yes. specify agency or cffice!

S No

15. ACCESS RESTRICTIONS (If yes, cite law(s) & regulation(s)

a Yes : . o No

16. AUDIT REQUIREMENTS

a  None o State

g Federal a]

independent

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and
describe any hardware/software)

O Yes 'DNo

ﬁyfﬁaf%

18. RECOMMENDED RETENTION K &7/2/ /() F—;\ 2

13. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER

21. DATE

5 5504 (Revised 1/93)

|

S




INSTRUCTIONS ~ TYPE OR PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION

SCHEDULE (OGS 550-1} . 7275 WATERLOO ROAD : / g
P.O. BOX 275 - JESSUP, MARYLAND 20794 - Page , of —réZ

1. DEPARTMENTIAGENCY 2 omsnon?pfé&(/ 5| e o

nehy it , T Rir e 755050

DEFINITION - Records Sefies - A group of related records normalily filed and used as a unit for reference as well as retention and disposition purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

Cﬂf@épﬁﬂ/ex&éf/ o LT7F

6. RECORD SERIES DESC/RIPTION ( Briefly describe the types of informztion/cocumentsiforms fcund in the Seties. Incluce the purpese or function i the Series:

CHI25 o= Meypre 5 ; Correspoad n=;

7. RECORD SERIES FORMAT(S) - 8. RECORD SERIES SEQUENCE - 9. VOLUME /
SR ’ File Drawsr(s)

Lelter Size Q Microfilm T Alphabetical _ O Microfilm Reet is;
’ L / O Comouter Teoe {3}
O Legal Size O Computer Tape - umerical } i 2 o Other (Speciy)
O Bound Book O Floppy Disk O Chronological ‘Number A' F
o Audio Tape O Video Tege G Geographica! _ 10. ANNUAL ACCUMULATION
) : - . . D File Drawer (s
" 0 Other (Specify) D Other (Spesify) Microfitm Reei {s;

G
a Computer Tapes}
a Other {Specify)

Dtz

. Number
1. FILE IS USE , _ ‘ 12. FiLE BECOMES INACTIVE AFTER
' eo/ilyu'/ O Weekly G Monthly- _ o Month(s) c - Year(s)
. . Number
:3. CURRENT LOCATION(S} (Bldg.. Floor, Room) 14. IS RECORD SERIES DUPLICATED ELSEWHERE? {If yes. specify agency =t sifice!

GEHH Sp1ZeT | o v . ke

‘5. ACCESS RESTRICTIONS (If yes, cile law(s) & regulation(s) 16. AUDIT REQUIREMENTS

a Yes . . o No O None a State a  Federal O independent

I

—
7. IS AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RETENTION . Z:l/ p F 3 %
describe any hardware/software) - é/ /l) p /\ \ |

o Yes : .° No 6/1/ 166#757% |

-3, NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER - 21, DATE

L S504 (Revised 1193)




B c

INSTRUCTIONS ~ TYPE OR PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION

SCHEDULE (DGS 550-1)

. 7275 WATERLOO ROAD g / /=2
P.0. BOX 275 - JESSUP, MARYLAND 20794 . Page /— O
I .

1. DEPARTMENT/AGENCY } 2 DIVISIONPM&//.C I/Q‘b/% 3. UNIT

L.l >

DEFINITION - Records Sﬂi/es - A group of related records normally filed and used as a unit for reference as well as retention and disposition purposes.

I RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

///f/@,%e//f//m//fépﬁrf - (Bl 2

6. RECORD SERIE!DESCRIPT!ON ( Briefly describe the types of information/decumentsiforms icund n the Series. (nclude the purpose or function of the 3zfiss;

_&ﬂmﬁé.’ f%ﬁff‘/#// =Y Céfﬂ/é%zﬁ/ }‘1:2/.:%— -~
Dty festiny [ Birs ) der2b o P2 (9/‘5 -

W%/ %%//f /’%f/f/ﬁ /%é/”/ﬁe//g/i/%ﬁf'
%ﬁ/ﬂ////ﬁ /f’ //ﬂé 7&/%’)//45 d/f/
ﬁl/é///ﬂ/f/é ] ,/gé/g/g%/ o

7. RECQORD SE FORMAT(S) - 8. RECORD SERIES ENCE - 9. VOLUME /
S rile Drawer(s)
Letter Size o Microfim Alphabetical . O Microfitm Rae! {s}

O Computer Taoe (3}

O Legal Size o Compuler Tzpe - ) 0 Numerical 8 C Qther {Specilyy . .

O Bound Book O Floppy Disk Chronologica! “Numbar O, ) P

a]

Q Audo Tape o Video Tepe o Gaographical ‘ 10. ANNUAL ACCUMULATION
. o) . a File Drawer (s}

Q Other (Specify) O Other (Speciiy) G Microfilm Reei {s}
) o Computer Tzoe(s)
ﬁ é / &// O OQther {Speciiy)

L/ Number

i1. FILE IS USE ' 12. FILE BECOMES INACTIVE AFTER -

Daly 0O Weekly G Monthly a  Month(s) a  Year(s)
. Numbert
3. CURRENT LOCATION(S) (B(dg.,' Floor, Room} 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. seecily agancy or cffice

L5 74 shze7 _— | e

5. ACCESS RESTRICTIONS (If yes, cite law(s) & regulation(s) 16. AUDIT REQUIREMENTS

O Yes : . 0O No a  None O State O Federal O Independent

7. IS AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RETENTIC

describe any hardware/software) Destroy material having no

O Yes o No , : ~ further legal, a{hﬂinistmtive
fiscal or operational value.

3. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER !

5504 (Revised 1/93)




! INSTRUCTIONS

i SCHEDULE (DGS 550-1)

' ~ TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
| REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
|
t

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
727S WATERLOO ROAD
P.O. BOX 275 - JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

i
‘Page AEZ o _/ 2

[ 1. DEPARTMENT/AGENCY

Lery Loy

2 DIWSONW/C m 3. UNIT

DEFINITION . Records éﬁu - A gtoup of related records normally filed and used as a unit for reference as well as rotention and disposition purposes.

" 4. RECORD SERIES TITLE

e s

5. EARLIEST YEAR [ LATETEST YEAR

/FLD 0 [FFF

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of information/dccumentsiforms found in the Series. lnclude the purpese or function 3i the Series:

Confans= 2D Il JAtn> | FIUMHIS - b
Shalrerss - /T Jpotar—md . - CEVrE
#ﬁwj/aﬁ) y s K 4-'4"@:1727)% oy e oy ’
,5@ E/T}f/f?zf, 5/16 @é

W'

7. RECORD SE ORMAT(S)
Cetter Size 0 Microfilm

C Legal Size [a] Compqter Tabe

8. RECORD SERIES SEQUENCE - - :
: iphatetical . o Microfilm Res!t isj

9. VOLUME :
M

o Computer Tepe {3}
0 Numerica! _ 3 C Other (Specily)

-y

0 Bound Book o Floppy Disk 0. Chronologica! “Number
O Audio Tape O Video Tepe O Geographical 10. ANNUAL ACCUMULATION
: _ P O File Drawer s}
" o Other (Specify) O Other (Specify) 0 Microfilm Reel {s}
a Computer Tape(s)
Q Other {Speciiy)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
z{ily ' G Monthly a  Month(s) a  ‘Year(s)

0 Weekly

Number

13. CURRENT LOCATION(S} (Bldg.; Floor, Room)

14. 1S RECORD SERIES DUPLICATED ELSEWHERE? {If yes. specify agency or cifice!

g Yes : a No

15. ACCESS RESTRICTIONS (If yes, cite law(s) & reguiation(s)

O Yes : . o No

16. AUDIT REQUIREMENTS

o None o State 0 Federal O Independent

17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and
describe any hardware/software)

O Yes O No

18. RECOMMENDED RETENTION | /. S & E‘e /Ve/’z Z_.

Records Beteadtions,

19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER 21. DATE

35 5504 (Revised /93)




REVISED RECORD SERIES. FORWARO WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION

INSTRUCTIONS -~ TYPE OR PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENTORY

SCHEDULE (DGS 550-1) 7275 WATERLOO ROAD

P.O. BOX 275 - JESSUP, MARYLAND 20794 - Page /é / 5

1. DEPARTMENT/AGENCY 2 DIVISIOIP; g/@ 22 )p/%ﬁ 3. UNIT
/

resyy o7y st e | TN O

/
DEFINITION - Recorde’Series - A group of related racords normally filed and used as a unit for reference as well as retention

and disposition purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

D1z frase Ffer= /7]

1227

Cewt s 2 Prrdsrse 22
L0172 712%&45 676#/»@/&7?

» P///;//cﬁﬁ/s To /Q//zé/?é//é)7

6. RECORD SERIES DESCRIPTION ( Briefly describe the types of m.omcnonldccumemstfcrmi ‘ound in the Series  Include the purpose of funclion of the Senies;

1S SE/ e JICHEAS <

/

Z

Letter Size o Microfiim Iphabeticai

7. RECORD S FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
g rile Drawer(s)

a Microfim Ree! {sj
a Computer Tage 3!

O Legal Size C Computer Tape a Numerical 0 Other (Speciiy)
O Bound Book O Floppy Disk o Chronological Umber O, }’/—:
O Audio Tape O Video Tape O Geographicai 10. ANNUAL ACCUMULATION
s 0 File Drawer s}
O Other (Specify) Q Other (Specify) C Microfilm Ree! {sj

Vst rr—

o Computer Tape(s)
O QOther {Specify)

11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER '
Daily o Weekly a  Monthly : o Month(s) c

‘fear(s)
Number
13. CURRENT LOCATION(S) (Bldg., Floor, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. scecify agency r office)
éﬁ# M a  Yes Z No
15. ACCESS RESTRICTIONS ({if yes, cite law(s) & regulation(s) 16. AUDIT REQUIREMENTS ™
0 Yes o No o None O State O Federal 0 Independent

17. 1S AN INDEX SYSTEM USED? (if yes, explain briefly and 18. RECOMMENDED RETE

describe any hardwarelsoftware) : Retain for 3 years and unti] al]
. audit requirements have beey,
a Yes g No - fulfilled, then destroy
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER PR

5 550-4 (Revised 1/93)




INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES. FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS 550-1)

1. DEPARTMENT/AGENCY

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENTORY

7275 WATERLOO ROAD
P.O. BOX 275 - JESSUP, MARYLAND 20794

e’ L7

= owson LA Z:Eg VRS

<

" Page 1‘2 of Zz
e e

—_—

3. UNIT

DEFINITION - Records Sefi

/
es - A group of related records normally filed and used as a unit for reference as

well as retention and disposition purposes.

4. RECORD SERIES TITLE

N5 77560 £ Chppdertons Ko

5. EARLIEST YEAR / LATETEST YEAR

TO / ?7?’

CoroFZnes = 72

iz WNM/% %}wp//w%ﬁb,o 70&’/“ /77// -~

6. RECOR/SERIES DESCRIPTION ( Briefly describe the types of information/dccuments/forms fcund in the Series. Include ihe sumosn of function 3 the Senes:

AT T | Pf?///f&ﬁ%"’ 6&6//97"

7. RECORD S FORMAT(S)
Lelter Size

O Legal Size

Q Microfilm

8. RECORD SERIES S CE
2~ Alphabeticai

9. YOLUME
e Drawar(s)
a Microfilm Reet s;

O Comouter Tape (3

0 Computer Tepe O Numerical / o Other (Speciy)
O Bound Book o Floppy Disk a Chronological’ Number c/-/?
O Audio Tape 0O Video Tegce O Geographical 10. ANNUAL ACCUMULATION
. O File Drawer is}
Q Other (Specify) G Other (Specify) O Microfilm Reel {s)
O Computer Tape(s)
a Other iSpeciy)
Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
Daily 0 Weekly G Monthly g Monih(s) c  Year(s)
Number
13. CURRENT LOCATION(S) (Bidg., Floér, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (if yes. specify agency or cifice}
L5 v
/’ée/ g Yes S No
15. ACCESS RESTRICTIONS (If yes, cite law(s) & regulation(s) 16. AUDIT REQUIREMENTS
O Yes o No o None o State O Federal T Independent
17. IS AN INDEX SYSTEM USED? (If yes, explain briefly and 18. RECOMMENDED RETENTION
describe any hardware/software)
’ til all
O Yes G No Retain for 3 years e ‘mbeen
audit requirements have
fulfilled, then destroy.
18. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMB

L

3 5504 (Revised 1/93)




